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Subject: Reclamation Directives Management System

Purpose: Establishes the directives management program for Reclamation and prescribes a
uniform directives issuance system.

Authority: The Departmental Manual, 381 DM 1, prescribes policies, outlines procedures, and
assigns responsibilities for maintaining agency directives systems within the
Department of the Interior.

Contact: Directives and Paperwork Management Team, D-7924

1. Reclamation Directives System.  The Directives and Paperwork Management Team is
responsible for managing Reclamation's directives program, the Reclamation Manual (RM). 
The RM:

A. Provides a means to issue and document Reclamation's official policies and to convey
written instructions and procedures to users.

B. Integrates all Reclamation-wide policies and directives and standards into one
recordkeeping system for easy reference and retrieval.

C. Establishes distinctive formats for directives which are recognizable as official
Reclamation-wide directives; differentiate between permanent and temporary directives;
and are clear, concise, and easy to understand.

2. RM Components.  The RM consists of a set of directives designed to define Reclamation's
policies, assign program responsibility and authority, and establish and document routine
methods of doing business.  Higher-level directives are referenced, but not reiterated in the
RM.  The RM is divided into five types of directives:

A. Policy Statements.  These statements reflect leadership direction and principles of
Reclamation's top management, establish goals and objectives for Reclamation-wide
programs and support activities, and define the broad framework in which program
accomplishment will occur.  They contain clear and concise statements of authority,
responsibility, and accountability of line managers in carrying out the policy.  Policy
statements are structured to encourage line managers to use innovation and discretion in
work accomplishment.  Policy statements are signed by the Commissioner.  

B. Directives and Standards.  Directives and standards contain the minimum scope and
level of detail necessary to ensure that they are consistently applied by line managers. 
These mandatory directives and standards are instructional in nature without undue
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constraint in interpretation and applicability.  They contain the flexibility necessary to
encourage line managers to use innovative techniques or approaches.  Cross references to
related policy, directives and standards, and mandatory handbooks should be included. 
Directives and standards are signed by the Director of the program function, unless
further delegated.  

C. Temporary Reclamation Manual Releases (TRMR).  These are issued in emergency
situations as temporary directives to establish policy in advance of incorporation in the
RM, or to announce temporary procedural changes.  TRMR's are dated to expire 1 year
after issuance and must be converted to an RM release within that time period.  In order
to expedite release, TRMR's may be signed by the program manager.

D. Supplements to Higher-Level Regulations.  Issued when necessary to clarify
Reclamation's procedures in implementing the regulations.  These supplements are issued
using the same format and numbering system as the higher-level regulation.  They are
printed on distinguishing colored paper and filed interspersed with the higher regulation. 
These supplements are signed by the Director of the program function, unless further
delegated.

Three supplemental systems will be used:  

(a) Reclamation's supplements to the Federal Property Manual Regulations (FPMR);

(b) The Reclamation Acquisition Regulations System (RARS), which supplements the
Federal Acquisition Regulations (FAR); and

(c) Reclamation supplements to Interior's Departmental Accounting Manual (DAM).

E. Supplements to the RM.  These may be issued when it is necessary to provide further
instructions and information to enable an office with unique local conditions to implement
a directive.  They will not contravene the RM which they supplement.  They are printed
on distinguishing colored paper and filed interspersed with the RM.  The originating
office has sole responsibility for issuing and maintaining these supplemental directives. 
Supplemental directives are signed by a Director.

3. Delegations of Authority.  A “delegation of authority” is defined as any redelegation of the
authorities delegated to the Commissioner in 255 DM or in another official document.

A. General program and administrative redelegations will be published in the “Policy” section of the
RM.  (These releases must be signed by the Commissioner.)  Each redelegation shall reference
the original delegation of authority to the Commissioner.
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B. Position/program responsibilities and guidance related to procedures, document approval,
signatory authority, etc. will normally be published in the appropriate subject matter section of the
RM. 

C. Cross-references will be used as appropriate to facilitate location of delegations by users of the
RM.  

4. Use.  A complete copy of the RM will be maintained in Washington, D.C., Denver, and each
Region.  Other offices may wish to maintain only those portions of the directives necessary to
the functioning of their program area.  To facilitate use, filing, and updating, directives will be
filed in three-ring binders with appropriate subject classification dividers.  The RM is also
available on the Internet at http://www.usbr.gov/recman.

5. Preparation.  Program offices will:

A. Initiate and write the directives in plain language.

B. Ensure that their directives conform with the standards and format prescribed for RM
releases.

C. Ensure the directive does not overlap, conflict with, or duplicate any other directive.

D. Present the directives clearly, accurately, and concisely, but with sufficient detail for the
implementing users' needs.  

E. Provide the Directives and Paperwork Management Team the information necessary to
compile and maintain a Reclamation-wide directive system subject list. 

6. Review, Clearance, and Approval.  

A. Originating Office.  These program offices will:

(1) Provide adequate coordination with program offices in affected organizations. 
Consultation with interested offices during the preliminary drafting stages will
expedite clearance of the final product.

(2) Obtain the necessary reviews and signed clearance forms.  Whenever possible this
should be done concurrently using the LAN system.  

(3) Coordinate comments received and make appropriate revisions to the directive.
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(4) Transmit the directive for appropriate signature.

(5) Submit a final signed draft of the directive and appropriate signed clearance forms
along with a WordPerfect file to the Directives and Paperwork Management Team.

B. Reviewing Offices.  Reviewing offices will:

(1) Provide substantive comments in their functional area; directives should not be
rewritten due to personal preference for another writing style.

 
(2) Provide comments by the established deadline date or request an extended comment

period.  If the originating office does not receive a response by the deadline date,
concurrence will be assumed.

C. The Directives and Paperwork Management Team.  This office will:

(1) Manage the directives system.  The Team operates the system, provides for system
training, controls issuances in the system, maintains a system subject index,
distributes annual checklists of current directives, and coordinates the system with
administrative functions.

(2) Produce a final directive from a WordPerfect file supplied by the originating
program office.

(3) Assign a directive release number and issue date, and identify the superseded
directive.

(4) Forward the directives for reproduction and distribution.

(5) Maintain the official record file for all mandatory policy and directives in hard copy.

(6) Maintain the complete RM on the Internet.

(7) Provide a handbook on how to write RM issuances.

7. Revisions to the Directives System.  

A. A biennial review of system directives will be conducted by the Directives and
Paperwork Management Team to ensure directives are kept current.
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B. Substantive revisions will be made by following the above procedures.  Editorial revisions
may be authorized by the manager of the issuing program office and will be reissued by
the Directives and Paperwork Management Team.  To reduce errors and user
maintenance time no pen-and-ink changes will be issued.

C. Cancellation of a directive will be accomplished using the Reclamation Manual
Transmittal Sheet, Reclamation form No. 7-2522b.

8. Categories and Numbering of the Directives System.

A. Categories.  The RM consists of two major parts:  (1) Policy and (2) Directives and
Standards.  Each of these is separated into Program and Administrative categories.  Each
category is divided into a subject area Series that is identified by a three-letter alpha code:

(1) Program Series:

CMP Comprehensive
ENV Environmental Management
FAC Project Planning and Facility Operations, Maintenance, and

Rehabilitation
LND Land Management and Development
LON Loans, Grants, Rehabilitation and Betterment, and Distribution
NIA National and International Affairs
PEC Program Economics, Revenues, and Contracts
RES Research, Testing, and Technical
WTR Water Management and Development

(2) Administrative Series:

ADM Administrative Management
ACM Acquisition and Financial Assistance Management
BGT Budget Management
EOM Equal Opportunity Management
FIN Financial Management
HRM Human Resources Management
IRM Information Resources Management
PRM Property Management
RCD Records Management 
SAF Safety Management

B. Numbering.
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(1) Policy.  Each Policy is designated by the Series code followed by a "P" suffix and a
two digit number that indicates the sequence order in which the Policy was issued. 
For example, ENV P05 would represent the following:

ENV is the Series, Environmental Management
P indicates this is a policy
05 is the fifth policy issued in this series

(2) Directives and Standards.  The same Series codes as in Policy are used.  Each
Series is divided into Parts and designated by a two-digit number.  Each Part is
divided into Chapters designated by a two-digit number.  The Part and Chapter
numbers are separated by a dash.  For example, RCD 03-01 represents the
following:

RCD is the Series, Records Management
03 is the Part, Directives Management
01 is the Chapter, Directives Management System

(3) Temporary Reclamation Manual Releases (TRMR).  TRMR "Series Title"-0X
(the sequence order in which the TRMR was issued).

(4) Supplements to Higher-Level Regulations.  Follows higher-level regulations
numbering scheme.

(5) Supplements to the RM.  Follows the RM numbering scheme.

9. Discretionary Guidance.  These are typically "how to" documents and other instructions
dealing with procedures, processes, and methodologies which support programmatic,
technical, and administrative activities.  They are independent of the RM and their use is
optional.  The issuing program office is solely responsible for the compilation, format,
printing, distribution, and disposition of discretionary guidance.  Information contained in these
manuals and handbooks will primarily assist line managers and their employees in the
accomplishment of program responsibilities.  All discretionary guidance will specifically
reference applicable Reclamation Policy and/or Directives and Standards, and be structured to
add value to the ultimate product, activity, or decision.  Discretionary guidance is signed by
the head of the program function.


